
 

  
 

 CITY OF LONG BEACH 
 DEPARTMENT OF COMMUNITY DEVELOPMENT 

333 w. Ocean Blvd. 3rd Floor Long Beach, CA  90802 (562) 570-5799 FAX (562) 570-5072 
 
 

       TRANSFER/PROMOTIONAL OPPORTUNITY 
ACCOUNTING CLERK III 

($13.830 - $18.892 per hour) 
 
The Department of Community Development has an opening for an Accounting Clerk III.  The position, 
located in City Hall, will act as the accounting lead in providing accounting support to the Department’s 
Workforce Development Bureau. 
 
EXAMPLE OF DUTIES: 

• Acts as a bureau resource and train staff on purchasing requirements; 
• Processes bureau purchase orders and requisitions; 
• Maintains petty cash account for Supportive Services; 
• Handles bureau petty cash requests; 
• Interprets and explains rules and regulations to the public and staff; 
• Prepares direct payments; 
• Maintains and files financial records; 
• Handles year-end closing tasks, and 
• Performs other related duties as assigned. 

 
QUALIFICATIONS AND EXPERIENCE: 

• Knowledge of purchasing and procurement policies and procedures; 
• Proficient with the City of Long Beach financial system (ADPICS and FAMIS); 
• Good written and verbal communication skills; 
• Accounting knowledge; 
• Proficiency in Microsoft Word and Excel; 
• Excellent interpersonal skills, and 
• Ability to manage multiple task and prioritize assignments. 

 
SELECTION PROCEDURES:  Open to current classified Accounting Clerks and reachable candidates 
on the Civil Service Accounting Clerk list.  Candidates are requested to send a letter of interest and 
resume no later than 4:30 PM, Friday, September 9, 2005 to: 
 

ATTN:  Accounting Clerk Recruitment - WD 
Department of Community Development 

333 W. Ocean Blvd., 3rd Floor 
Long Beach, CA 90802 

 
Resumes will be reviewed and the most qualified candidates will be invited to participate in further selection 
procedures.  Interviews will be schedule shortly after the close of the filing period. 
 

EQUAL OPPORTUNITY EMPLOYER 
 

The City of Long Beach intends to provide reasonable accommodations in accordance with the Americans 
with disabilities Act of 1990.  If a special accommodation is desired, please call Georgette Wittman 48-hours 
prior to the interview at (562) 570-5799.  This information is available in alternative format upon request by 
calling (562) 570-5799. 
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